MyLane 9 Budget Queries

Budget Queries: This allows to check the financial status of particular Funds, Organizations, Accounts, Programs or a combination of all. Access to

these will be based on the security access established for each individual staff member.

Step#1: Login to the platform

Link: https://my.lanecc.edu/FinanceSelfService/ssb/financeCommonDashboard

Step#2: Once in the My Finance dashboard select “My Finance Query”.

My Finance

Hella
9 Create, edit and approve transactions and view financial information for
department / organization.

” My Finance Query
P Create, view and share budget @
availability, encumbrance and

payroll gueries.

My Journals q 1 Purchase Orders
[ Create and view draft, pending L!: Create purchase orders or
J| and completed journals and purchase orders in process.

supporting documentation.

Approve Documents

F View list of documents pending

approval. Approve, disapprove, or
derny.



https://my.lanecc.edu/FinanceSelfService/ssb/financeCommonDashboard

Step# 3: Click on New Query to start a new query. If navigating to an already established query, can choose from Favorites, Saved Queries or Shared
Queries (all visually shown in orange rectangle).
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Create New Query

6. Fund Type: Can choose a fund type or simply leave this|  fund Type
area unselected.

7. Account Type: Can choose an account type or simply
leave this area unselected.

8. Commitment Type: Can choose a commitment type or
simply leave this area unselected. All

9. Include Revenue Accounts: Check mark this box if the
query being created should also include revenue
accounts.

10. Fiscal Year: Enter the fiscal year pertaining to the query,
being created

11. Fiscal Period: Enter the fiscal period pertaining to the ) ]
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12. Comparison Fiscal Year: If comparing data to another

fiscal year go ahead and enter that fiscal year there otherwise leave on “none”.
13. Comparison Fiscal Period: If comparing data to another fiscal period go ahead and enter that fiscal period there otherwise leave on “none”.

Operating Ledger: This is the area where the columns being brought in can be
customize. Select columns you would like to include in your query. The “I” next to
each of the options can be clicked on to see additional information in regards to
that option. Once all selections have been made click on “Submit”.
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Step# 5: Query Results: Once the query has been submitted the query results will be seen. MyLane 9 has some new features and functionality. Some
details of those will be offered below. The feature that is most noticeable is the “Health” column. This visually shows the health of each of the FOAP lines

within the query.
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*As a reminder, all data points in blue font are drillable for further detail.



Features:
Can edit query by clicking on this icon.
Allows ability to share query by clicking on this icon.
Allows the ability to save the query by clicking on this icon.
Allows to view the parameters (details) of how the query was created.

Gives option to view other financial details. Those additional financial detail options can be seen in screenshot.
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* Allows the creation of computed columns

Allows the data to be downloaded as an Excel file.



